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INTRODUCT ION ’

Because business is changing so rapidly and education itself is
undergoing ohe of 1ts periodic phases of change, Thevpeople involved
mucst be alert to the pressures on education in genefal and to the
Qeeds o{)fhe business community. In order that these business needs
might be put in }ﬁeir proper perspective, there should bé a close,

harmonious relationship between businessmen and business educators.

Education will gain some of the excitement, tension, and realism of

@"J

business; while business will gain perspective, insight, and the stimu-
1us of new knowledgé a;dinew ideas.

The nation's increased demand for office workers over the past
several decades has had a direct-effect on the posf-sécondaryhbusiness
education, curricula. As’ Seldon (1973) points out, the business‘aﬁd
office occupation group has been one of thc fzstést growing areas of
employment since 1900 and represents Thé largest occupational group in
the nation. It cénsisfs of approximately 13.5 miIIionkﬁprkers, or 17
percent of the *total number of people employedmﬁn America. #0f this
13.5 million, 3.7 milf{ion are secretaries, stenographers, and fypisfs;
and 9.8 miilion afé clerical employeés. By 1980 an eéfimafed 17.3
mil)ion people w}ll be employed as clerical employees. -

Since business education is primarily vocafiona}.in nature, these

increased manpower needs of the emp loyment market—local, state, and

nation--must be analyzed carefully. Those responsi&le for business

N N
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education programs on al! levels must exercise leadership in the ‘
deQeIopmenT of curricula to meet these increased demands of the business
world. Therefore, it is the purpose o% this study to provide a more
thorough understanding of sfudgnf‘needs and employer needs as they

relate to employment in the field of business; and in the final analysis .

-

to produce business curricula to meet these various needs.
[ 3

The Status of Office Work in the Economy

The Projected Labor Force

1

Due to the evolution of modern technology, the business-type
occupations have witnessed an ever-increasing growfh pattern that no
other occupation has ever witnessed.

" During the 1970's the Iéigl labor force of the United States is
estimated to gxpaﬁd b; 15.9 midlion, reaching 101.8 million b§ 1980

(United States Department of Labor, 1973). Of this total labor force
projegfion, it is estimated that 18.2 percent will be employed in the o
business area by 1980 (United States Department of Labor, 1970).

These statistics suggest that roughly one out of every five persons

:will be employed in some facet of business by the next decade.

To facilitate fhis néed, Pittenger (1973) suggests that business
education departments should conduct surveys of office facilities and
personnel requirements and do follow-up studies of graduates of the
busfness programs. Research of this type helps to evaluate the adequacy

of instruction presently being offered fo business students and suggests

The:changes that should be made in the immediate future.




Women in the Labor Force

Another vital aspect regarding the projected labor force as it
relates to this study regarding office-type occupations is that of
women in the job market. |t is almost certain that women will continue
to have a greater impact, numerically, in the total work force. |If
present trends continue, (United States Department of Labor, 1970 p. 7)

many women will be available for part-time work in the future, but the

.

majority of them will be working full Timgf
From 1960 to 1968, the increase in the number of womepn workers
exceeded the increase in the number of men. During this period,
women Accounted for 6645ercenf of the labor growth and increased
Their proportion in Thg total labor force from 32.1 to 35.5 percent.
The projections indicate the possibility that women will contribute 43
percénf to the net labor force increase in 1968-1986, thereby expanding
their proportion in the fotal labor force to almost 37'percen{ (United
States Department of Labor, 1970, p.. 4, 5). o
This projected growth of women in the labor market is quife& '
relevant 16 educators who are planning revisions and additions to -
their curricula. A large percenTage of the womeh entering the labor
market will be employedlin the area 9f business--clerical, secfefarial,
and, stenographic positions. If this is where the growth is going o
occdr, many more women will have to be trained, and ‘possibly retrained,
to enter this Typé 6f vocation. It.will be most essential to offer

not only what the student needs for initia} emp[pymggf, but fo offer

also what the employer deems necessary for an individual to sucgessfully

carry out his day-to-day assignments jn our complex business enterprises.

4
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- ‘ .
_ Educational AXtpinment of Wos:;:?\}

hY

Since the end of World War |l, the American worker ;ho has had at
least four years of high school has become the ruie rather than the
exception, and his numbers are steadily increasing. According to the
most recent survey on &ducational attainment taken by the Bureéu of

ACensus in March, 1972 (United States Deparfménf of iabor,~ 1972), the
proportion of 18- fé 64-year old workers who haQe COmSW?Ted at least
}our years of high school ﬁas more than doubled in the i;sf 30 years--
from 32 ;o 69 percent. _

The general upgrading in workers' education over the past decade
has not been confined to occupations which‘require donsiaerab!q formal
training or education. In every major occupational group there has
been a gaih ip eaucafionallaffainmenf: As Newman (1972) points ouf}/

’; these Trends'suggesf a gréwing need for institutions offering specialized
training and education beyond high sghoél. The community colleges
represent a valuable resource for providing specialized training, usually
at lower costs than fhe’sg;arnggkfional four-year colleges or univer-

. ) sities, and may be ex;ecfed to give rise to further increases in the
proportion of more eaucafed'young entrants to the labor force (United
States Depar+ﬁénf of Labor, 1?72, p. 42).
.Relaflngffo educational .attainment and post-secondary education, the
Pennsylvania Deparfﬁenf of Education (]97;?‘h;s publ ished fhé fol lowing:

. The 13,335 Assbciafe Degrees awarded in 1971-72 reflect a 33

) percent increase over the 10,025 degrees reported in 1970-71. The
. Increase of 3,300 Associate Degrees since 1970-f/1 is largely due
" to the Department of Education's approval of speclalized business
and special [zed technology programs in the 37 proprietary schools
in Pennsylvania. Of -the 3,300 degree increase, the community
college segment had 1,410, giving them a 6,362 total which

+ represents nearly 49.percent of the total degrees awarded (p. 31).

* - -
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This increase in the amount of education which young people are
segking and receiving will continue fo play an ever-increasing role for
' those people involved in curriculum building. The administrators and
edugators of stoday's and jomorrow's educational institutions are going

to have to keep abreast of the modern technologies and the most up-to-

: - date methods of instruction. Only in this manner will The9 be able to
offer a relevant education to Thégﬁécipféh{é--dﬁe that they can
successfully carry over and us;‘in their chosen vocation once they

) enter the labor market. ) o ’
't

Fol low-up Studies to Improve Curriculum Objectives

As the literature suggests, one of the best techniques for
curriculum revision and innovation is the use of foflow—up studies.
This is best accomplished by utilizing both the graduates and their

employers.

0'Connor (1965), in his suggestions for institutional improvements

among commun ity colleges, relates the importance of follow-up studies

as fol lows:

-

1. ~Follow-up provides the student with Féliable information
regarding the success of former students transferring to
four-year colleges, or entering employment; jusitifies
sub ject requirements for graduation; and glves incentive
for developing traits and, competence in ways shown to be
requisite for future success.

2. Follow-up provides the instructor with firsthand evidence of
the effectiveness of his teaching, the reasonableness’ of his
standards, and the rétgyance of the material he includes in
his course, '

3. Follow-up research is as important to:the community college as
market research is to a pioneering business. )

4. Follow-up gives the counselor a factual basis for advjsing
* students regarding career choice, sources of advanced study,
course selection, extracurricular participation, and success
expectation,

ERIC - 10




~- .
5. Follow-up provides the college with  facts upon which to base
, . admissions policies; develop and organize course content;
.establish performance standards; improve articulation with
parents, high schools, senior colleges, and industry; and
suggests a means of planning new curriculums and other
e*fensions of educational effort.
Y
6. Follow-up offers the community means of .identifying gaps in
educational service; creates confidence in the efforts of the
b col lege; increases the productivity of college-trained
recruits; and provides means of insuring effective occupaflonal
.:upgradlng (p. 9, 10). .

. One of the most vital, frequently neglected, and yet highly-
important areas of follow-up studies is that of students in technical-

occupational curricuia. These studies are more difficult than studies

of Transfer students for the foIIOW|ng reasons (O'Connor, 1965): ///
PN
1. Technlcal-occupaflonal students quickty disperse; they are
: difficult fo find.

2. Because of the dispersion, greater reliance must be put on
the questionnaire as a source of information.

3. Not all students who become employed after they leave junior
college were enrolled in technical-occupational curriculums
in the junior college.

/ = . .

4, Caution must be used to separate the dropouts from the
occupational ly prepared.

4

5. Standards of acceptable employment performance vary widely
in business and industry. co -
6. Response from occupational students, especially when the
,questionnaire is the only means to reach them, is frequently
- low (p. 38). )

)
s

No matter how difficult the follow-up of career-oriented graduates

3
may be, the writer contends that It must be done if we are able 1o

offer relevant occupational educafional to today's youth.
As suggesfeq by Little (1970), follow-up studies of graduates of
vocational education programs, if carefully planned and executed, can

N

provide an important base of information to educational planners_and

.
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cprIed,w?th-apprgpFipfe economi ¢ énalyais, this type of.informaTion.
. . R . .. < %

! ~ - . o e
occupations since more and moré of them are entering the labor market *..

L
>
+

- administrators and o fuhggf.voca+iona1~fecﬁnical students. When o

eoa .

. can provide guidénce_ﬁor,ﬁmproving decision-making by governments and

. -

insfifu%ionsmboncerning queé%ions-o; priorifiéé among Types, levels,

apd flelds of education and Tralnrngxprograms as well as aSS|sT|ng in .o
The proper aIIocaflon of resources fo These various programs. .
I \ " . N .'
. The Advisory Council on Vocational Education, 1968, states that
: e A

(Little, 1970):
Effective occupafnonal prepara?wcnols impossible if the
school feels that its obtigation ends when the-student graduates.
The school, therefore, must work with "employers to build a, ¢ »
bridge between school and work. Placing the student on a job and
following up his successes and failures. provides the best possible
information to the scheo} on its sfrengfhs and weaknesses (p 38)
Summary .
"- . Lo .
In light of what has been presented regarding the projégtions of - *

emp loyment in the business=type occufations, there appeaEs to be an

14

[ Y . . ]
ihcreasing demand in this area. The business occupations have been’

steadily increasing since the early, 1900's. Women wi.ll play an’ever-
e . o

increasing role in this rapid expansion of workers in the business

.
\ +

every day. . ) ro 5
o Based upon - these prdjecfions, it .is an absolute neceséffy fhaf‘ - . ";
ea:cafors and currlculum‘bU|Iders take these facfs |nfo consxderafion .“ )
when preparing, reV(;lng, and up- dafiné foure courses of sfudy and
curricula. . . .

As pointed ouf earlier in this, chapfer, one of The Sbsf Technuques d
to employ for; currlculum revusions is that of the follow -up ques#lon-.; .
naire. When this TechnLque is utilized to its fullesf poTenflaI, Tbe. S

n
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x wrlfer contends fhaf.gpbeffer currlculum will be in the offing. As
Little (1970) suggests, both graqe§fes and prospective employers should
have input into currlculum revisions. The graduafes, as well as the
emploéers, know after several days on the job whether the 4raining they
received is adequate or whefher something {jfatly important is lacking
Lp fﬁaf fFafning. .

One of the major attributes of this study was to use the follow-up
type quesfionna{re technique to survey The Wil liamsport Area Community
College Business Administration Depariment graduates and their emp loyers.
Using this approach, the writer hoped to assess both interested Sarfies-r
the graduate who was using the skills achiFed, and the employer who ’
hired the graduate. It uss believed that better bustness deparfmenf
s~;curricula would result from the utilization of fhe quesfno::i}ye'

technique approach.

Purpose of the Study
7

The first purpose of this study was to asséfs the graduates' >
feelings and attitudes %Qward the curriculum in which they were enrolied ° \

i L]

. and aldo to assess the relevance of the courses they pursued as related

-,

3 to their presegj occupation.
The gﬁcoﬁb purpose was to assess the feelings and attitudes of fhe

employers of the business graduates concerning their evaluafioniéf the

.

caliber of work performed by the graduates. : -

_The underlying objective of this study wes to secure supporting

data for the researcher so that he could be certain that the Business
. 3

LY

Administration Deparfmenf was pr5vidin§ the most relevant program of

studies to the sfudenfs enrol led fhereln, and in furn, mee?ing the
\\
high- qualify standards set by the busineSSmen who hired Tﬁé graduafes
P4 .
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Business education in the community college must be adaptive. to

- the changing 6ccupafionad structure of the labor force. Rapidly
changing social, economic and TechﬁBIogiéal developments -deménd that
communi ty college§~consfahfly evalzq;el and in many Instancgs, modify

Their carricula. QBUﬁ‘{1955) pointed out this characteristic of the

.

community college as fol lows: N 274

. Above all other institutions of higher learning, the community
junio/ col lege is responsive to change at the community level .....
its special function is to make higher education a continuing and
essential feature of everyday life for the millions (p. 31).

In response to the ever-changithg needs of the communities they serve,

-

community colleges are utilizinQ\many curricular inno!sfing devices.

Some of these new educational tools are learning-resource centers,
programmed instruction, television, anfd auto=Tutorial instruction

*

- programs,
Since the c%mmunify college is a college for the Pcommuﬁﬁfy,"

another purpose of this study waé tQ be cerfé}n that sthe most relevant

Al

programs of education were foered--ndf_only for the full-time, day’

sfudénfs, but also for the adults in the service area. Although the

adults were not surveyed by this particular instrument, the writer ~
conTends that a wealth of information can be ascertained from this

-

study rdlating to some of the wishes and desires of the businessmen in

the communé;y as to what should be taught by the Business. Administration
. . . :

a Department of a community college. Only after these wishes have been

." e ”

;scerfained Céﬂsrelevanf curricula be incorporated. It was hoped that

-

the end result, of this S%udy would be the adoption of curricula which are -
~

-~

~ ~

"all Thfngé to all people.” e

N
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Statement of the Problem
The purp;se of This‘sfudy was to defe}miﬁe whether or not the
Business Administration Department c;rricula of The Williamsport Area
bo@Tunify College is fulfilling its aims and objecjives and satisfying
the needs of the employed graduate and the employer. FFOT this study,
it vasrfhe researcher's intent to find the sfréngfhs as well as the
weaknesses of the Business Administration Department curricula. How do
the graduates react to the training they have >bc§iif?? Has their training
been worthwhile? What type of work are they presently engaged in? What
do the employers think of Tﬁe graduates they are receiving? Are they
equipped with enough skills to enter the business world?
Formally stated, the research questions to ‘be answered in this
study .were as fol lows:
1. To whaf’exfgnf do fpg Accounting graduates perceive themselves
as having rquived adequate Traiﬁ}ng to perform satisfactorily
on the job? : “ .

X 2. To what extent do the Business Management graduates perceive
themselves as having received adequate tradning to perform
satisfactorlily on the job? *

3. To what extent do the Secretarial graduates perceive themselves

*

£ as having received adequate training to perform satisfactorily
on the joB?
4. To what extent are the employers satisfied with the Accounting

nd graduates? . ’

5. To what extent are the employers satisfied with the Management

graduates?

6. To what extent are the employers satisfied with the Secretarial

+

graduates?




Need for the Study

: ' . .
;} : (\ TN

The p;:;;>§ purpose for ihe undertaking of this sfudf was to assess
the neéds of the graduates and the employers with the intent of curricula
revision where necessary.

The idea of developing, revising, and updating EUrricuIa to meet
on-the-job needs was done veryvﬁe!ngyﬁgvﬁiydy gonducted by Battelle 3
Columbus Laboratories (1972). The mejor obJecT;;e,of this sfuqf ;as to
develop a method which school system couid use to red&ée discrepancies
between employer:EZEired skills and curric;um—prqduéed skills. As
suggested by Tais stugy, the method of curriculum development, revision,
and updating has seven steps:

~ 1. Decide on curriculum organization and select program of ferings,
based on assessment of:
Emp loyment opportunities
Student body desires and needs
"Resources and constraints .
..2. Assess employer and job requir;henﬁi ’i
3. Formulate performance objectives for programs, and select/develop
'measures ?f attainment of objecffves. |
4. Assess éhéracferisfics of target populations i
5. Désign programs . - , J
v a. -Gafirse and other Instructional units within programs
b. Instructional straetegies and methods, contents, sequencing,
. materials, equipment, and the media .

6. Implement and conduct programs

a. Assess entry levei skills and knowledges
' . b. Assess attainment of objectives

s . P v
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7. Conduct follow-up of graduates

Job placement '

Job performance . “//_
Employer and job requirements

Mobility (p. 89)

ao oo

No intelligent decision regarding curricujar Innovafipﬁs and revisions
can be made until most of the above menfiined criteria for currlcular
revision as suggested by the study are met. Unintelligible ana‘unrele-
vant curricula will be established if the college administrators do not
listen to the graduates and employers in such vital matters.

As Mifmihger (1972) points out, the community college is vocation-
ally- and community oriented. Pertaining to the curricuium of the’
coméunify col lege, he suggests

*

the term "community college” must not be a misnomer. Our guiding
principle should be the active involvement of our- students,
faculty, and administrators in community affairs wherever possible.
The col lege campus must be a major center for community life and
the involvement of people, and at the same time we must, wherever
possible, extend the college campus into the community by offering
services and programs at locations most convenient to students and
members of the public who seek advancement and enrichment in their
professional and social lives (p. 13).
Along these same lines of the commtnity college curricula, Watson and
Brightman (1969) imply that evidence is needed showing the extent to
which community coliegeg, by means of variou§ progféms, are in fact
meeting the educational need% of their clientele.
Current emphasis on education as a means of.goping with problems
- N /
" involving employment, shortfages of trained technicCians, and poverty
have resqlfedAin considerable public and private expenditures ?o.}mprove
" and expand educational opportunities for Americans. Congruent with the
need to expand and improve education is the need.fo evaluate the

educational processes offered at colleges and other institutions to -

. defermine how best to expand and what to improve.

-« 1?
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As poinfeé[;;T by the literature, the need for a study such as
this is far-reaching. Too many times in too many institutions are the
curricula developed by either looking at catalogues and brochures from
?isfer institltions or by a group Q{ educators who have never had any
business experience of their own. Too many curricula are planned and
adopted simply on the basis that the educators feel that "these are the

courses the students need."”

Delimitations of the Study

This study was limited to the 1969-1973 Accounting, Management
and Secretarial graduates of The Williamsport Area Community College and
the employers of such graduates.

This.study was limited in that it compares }he graduates from only

one institution. However, for the purpose of curriculum revision this
was the wrifer's intent--to survey only this one school and to incorpo-,
rate, if possible, f;é ﬁéedéd }evisions to the curricula as evidenced

by this study. « )
Another limitation to this study was the response given By both

-

graduates and employe;s.’ Since the instrument employed was a mail-out

< -

questionnaire, the subjetts selected to participate may or may not have

done a cdhscienfrous‘job_1n completing the questionnaire.
-
This study was further |imited by comparing graduates only from

*

“the years 1969 to 1973.

L3

ﬁefinijjon of Terms

The Williamsport Area Community College: 1is a public, two-year, \

post-secondaiy institution. Eighty percent of the training’is in the

Applied Arts school, or careér-oriented programs; while the.rémaining

~

. 1 E; . -
,' . : | /<‘ |
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&
20 percent is in Liberal Arts, or college-transfer programs.

| Business Education: is that area of the educational process which

concerns itself with vocational preparation of1;he student to enable him
to pursue a career ig some phase of business. The offering of important
business information to every citizen and consumer in order that he may
better understand ‘and use his busiﬁess and economic surroundings is

another important aspect of business education.

Accounfing;@urriculpm: is a structured sequence of formal courses
leading o an Assesiafe Degree in Accounting. The successful completion
of this .curriculum enables one to secure employment in the field of
bookkeeping or accounting. Course; such as elementary, intermediate,
and advanced accounting, financ;, business mathematics, computer pro-
gramming, dnd elementary statistics are taught in the curriéulﬁm. -

k 4
Business Management Curriculum: is a formal ;equence of courses

leading to an Associate Degree in Business Management. The graduate of
this curriculum }s’prepared to secure employment in many of‘fhg fol lowing,
areas: banking, insurance, real estate, personnel work, business
manageFiaI posifions,‘;nd almost any phase of general business-type

' emp loyment. Courses such as princ{ples of business, business organization
and ménagemenf; accounting, elementary sfafisfiés, business mathematics,

and computer programming are taught in this curriculum.

Secretarial Curriculum: 1Is a structured sequence of courses leading

to an Associate Degree in Secretarial Science with specialization as an .
Executive, Legal, or Medicai Séérefary. The graduate of this curriculum
c has very little difficulty in finding immediate employmgnf in a steno-
- graphic,.clerical, ar seé;efarial position. Su;h courses as elementary,

intermediate, and advanced shorthand, transcription, Typewriflng,i

2
Ve
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business.English, elementary bookkeeping, office machines, and business
correspondence are [taught in this curriculum.

Businessmen: refers fo those people who are actively engaged in

some phase of a business-type endeavor. This%may rpnge from a one-

man business, or single proprietorship, to a large corporation.

’

v
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FINDINGS AND ANALYSIS ”
.

The primary purpése of this study was to obtain data which could
be used for curriculum planning and>év51uatjon.

This particular study has specific implicafipﬁs for'%he Business
Administration Department of The Willfamsporf Area Community Col lege.
However, the investigator contendg that many of the specific findings
would apply throughout the state and nafién; especially where two-year,
career-oriented, community college graduates are employed. |

Curriéa*% Data--Graduates

.

Use of Associate Degree Topics on Job. The Accounting graduates

felt the most important courses they had in college which Hglafed to

their present jobs were: (1) accounting principles, (2) business \
communications, (3) business mathematics, and (4) business machines.

t4

Those courses Iisfeq as being used very little on their present Jjobs
were: (1) computer programming, (2). business Ibw,‘(3) Income Té;, and
{4) cost accounting.

The Management graduates |isted Thé following courses as being the
most }mporjaﬁf ones related to fﬁéfr present jpbé: (1) business communi-

cations, (2) business mathematics, (3) business machines, and (4)

3

°

E;inciples of business. Those courses |isted as being used very little

re: (1) computer programming, (2) income tax, and (3) business law.

L4
The, Secretarial graduates felt that the most impor+anf courses they

had relating to their present jobs were: (1) typewriting, (2) officé

B N\
practice, and (3) business communications, They listed the least

important courses ds being\\ (1) keypunching, (i) computer programming,

“and (3) accounting princip\es.

o - -
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Allhgraduafes’lfsfed business communications as one of the most

important courses relating to their present jobs. Likewise, all graduates

14

listed computer programming as being used very little on their present

‘jobs. ‘ , ( k i

, Graduates' Attitudes Towards Instructors. The graduates from all
— : . i *
three disciplines surveyed rated the instructors as doing a very commend-

able piece of work in dealing with young ple. ' '

Possible Course Additions. The Secretarial graduates were éyifp
L A

neutral when asked for suggestions about new courses to be added to the

curriculum. The majority felt that Thé curriculum should remain as it

i§. Seventy-four percent of the Managemenf graduates agreed that a
= [>]
course in purchasing manageméht should be added to the management

L]

curriculum;.and 88 percenf of The Accounting graduates felt that a course
in auditing should be added To fhe accounflng curriculum.
EmpIder'Changes. The maJoriTy of fhe graduafes were still wifh

*

their first employer or changed employmenf 'no more Than one time since

graduation. Those gréduafes with their first eMponer ?rg as follows:
Accounting (43'percenf)t Manageme?j;(éz percent), and.Secretarial @44
pércenf), Those who changed employers one time since graéuafion were
as follows: Accounting (21 percent)l Management (28 percent), and
Secretarial (22 percent). S . \\? . '

<§glg:l., The mean annual salary for Accounting graduates was $7,058.
The‘1969‘graduafes reporféd earnings of $7,921, while the latest, 1973
graduates, reported annual edrnings of $6,487. The difference of $1,434
iB salary is affribu*;d to the five years that 1969 graduates ﬁave

been working and receiving apnual salary increments. However, the increase

¥
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in salary is attributed to the five years\fhaf the 1969 graduates have

K

been working and receiving annual salary increments. Howe@eq, the

writer contends that this difference is ng as si$elfjcanf as 4t possibly
cogld or even should Eig#’lf the difference was averaged over the fivi\
years, It represents 6n|y a $236.80 increment each year. From this

data, the writer assumes that the earlier gtiguafe} are not keeping pace

- *

with the;'salary scale and’cosf—bf:living index as dictated by the economy.

The Management graduates reported a mean annual salary of $8,508.

R ' .
The 1969 graduafg; reported an annual salary of $9,018, while the 1973

graduates reported earnings of $8,034. The difference of $984 is even
worse for the Management than for the Accounting graduates. |In realify,

" thé earlier graduafes are recelving an annual increment of only $196. 80

Pt P D R €t oo € e e o e e e e e

The mean annual salary for Secrefarlal graduafes was $6 068. The

1969 graduates reporfeﬂ_earnings of $6,418, while fhe 1973 graduafes~ﬁi7*//

reported their salary as.$5,851. This five-year salary‘'difference of

ohly $567 implies that the secretaries either started on a much lower '

scale or are not keeping pace with the cost of living. The difference
is an increase of onlyl$113.40 per year that the earlier graduates are
recéivind over the 1973 graduates. "

Thosé graduates employed within the sponsoriné\diéfr{cfs of the
col lege earned the lowest annual.salaries. The*AgcounTing and_SecreTariaI
graduates éﬁbloyed outside of Pennsylvania earned\a]mosf $1,000 more
annually than those employed within the sponsoring districts.

The male Accounting graduates earned $717 mor%tfhan the femele

graduates, while the male Managémenf graduates earned $2,974 more annually

_Than.fhe female Management graduates, From this data it is assumed by

the writer that the female graduates are accepting more of the secretarial-

type jobs, thus rece}v]qg a‘f%wer annual salary. >
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There was no significant difference in\;3$ary between those graduates

Tn

accepting employment in related fields and those in non-related fields.

a
°L

The Accounting graduafes who secured employmenf in non-relafed areas
earned only $173 more annually than those employed In“%elaied areas. The
Management graduates earned only $28 more in non-related occupations than ,
those employed in related areas.

Curricula Da%a-—EmpIde}s

/-

Attributes Possessed by Graduates. The employers of Accoun*in§'and

Secretarial graduates listed the most important attribute as‘being able
to understand accounting and secretarial concepts. Eighfy-eighf percent
of the Accounting employers and 74 percent of the Secretarial employers
listed This‘as being the most important attribute for which they are
looking in young people. -Sevenfx-fwo percent of the employers of
Management. graduates faif that the abl]ify to ﬁofivaf? others was the
most 'mporfanf affribufe in young people today.* Familiarization with
compufer programm g was listed as the least important affrlbufe~fo be

possessed by the Accounting and Man;;?ﬁenf graduates. ]

Skills and Work Attitudes. Almost all the employers felt that the

skills and work attitudes possessed by the gréﬁuates were quite satis-
factory. Those employers agreeing that the graduates had adequate skills

+

to adapt to their particular type of business were ds follows: Accounting
(93 percent), Management (91 percent), and Secretarial (94 pércenf).‘

Reéarding york attitudes, those employers agreeing that the gradu-
ates displayed the ability of gettihg along with fellow é&ployees were as
follows: .Accounting (95 percent), Management (89 percent), and

Secretarial (86 percent).

24
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Use of Office Machines and Equipment. The Accounting employers

LS

listed the ten-key adding-listing machine and the electronic calculator
as being the most twpprfanf Typeg of office equipment used by accountants.
The Management employers Iié@ed.all types of officé‘NEm*HTmérand equip-

ment as being used very little in their particular occupation, while the

< ,

Secretarial employers listed the typewriter as being used almost 100

percent by the graduates. All three types of employerg queried, listed
P ¥ -
the rotary calculator as being used very little in modern~day business.
+

gof Data Processing Equipment. - All employers responded that the

#

graduates from all disciplines need to know very little about tNe various
kinds of dafé processing equipment. In comparison, however,‘fhe Managemeﬁf
graduates were |isted as using this Type-bf eduipmenf the mogt, followed

b& fhe Accounting graduates, and Ias%ly, the Secretarial gfaduafes.

However, the findings of this STQdy are “intferpreted by the researcher to
mean that the graduates 6f the Business AdminisfrafioQiDeparTmenf of The'
collegé'are usiqg daf% processing equipment very Tiftle. Thesé find]ngs
do‘nof qecessarily go along with publié opipion that business andyfhe'

o

computers are inseparable. ’ ¢ v r

-

" Conclusions

I

-~ The following conclusions are suppérfed by the findﬁng; of this
sfudfitl'4:" '

1. The graduates appear to be satisfied with the skills and ‘training
which they acquired while‘enéolleé at The‘WiIIlamsgorf Area
Community College. - ' 4

2. The éraduafes_seeﬁ to be highly satisifed with the professo;s‘

R ¢ o
and the type of igstruction which "they received while students.
D . . | : ' .
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3. The employers seem to fee! that Thq,gradua{?s hgve rebejyed:;déquafe
training to perfor@ safisfécforily in-fheir‘fypeﬁéf busiﬁe§s. '

4. 1t would appear that the expressed degree Qf satisfactjon by..the
emp loyers indicates Thé present currijcula is;ad;quafq.

5. TheQ?oTld;[:g courses or associate degree f&bics were listed by
The,g}éduéfeg‘as being the mosf important in their presenfsjob;

Accounting Graduates

N -

a. accounting princ}ples

b. business communications

Ps

“c. business mathematics.

»

MaﬁagemenT‘GFaduafes

a. business‘commubicafions
[ .

b. business mathematics £y
i : . -"‘% K .

c. business machines

d. ,principles of business

ot

. Secretarial Graduates

a. typewriting
b. office, practice P '
c. business communications ‘

6.. The}following/coursesiG? associate degree topics were listed by

the graduéfes as feing the IeasTmepbﬁ?anT'in their present job:

. (7N
Accounting Grdddates Co $
. ,)J:» Al PO @J“ N
A
> a. computer programming
Ly - LA ~ LIS ’&‘ .
b. bus#®ness law
) vk ) . .
"4 . © ¢, . income tax accounting/ , ) )
~ . . . - . Jge -
L .
- o ’ . i .
. ) ¥ . 5
o N x .,’\"
! ’ b . i
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16.

11.

12.

13,

Management Graduates |, /
3
a. computer proéramming
b. income tax acéoun%ing

c. "business law \

Secretarial Graduates

a. keypunching-

bﬁ> computer prégramming

c. acéounfing principles
Computer programming, computers, and-all the auxiliary equip-
ment are used very little by the graduates in their present

occupations.

.

The male Accounting and Management graduates are earning sub-
stantially more fhan‘?he'female graduates. This indicates that

some form of discrimmination along sexual lines is occurring.

. Graduates employed In non-sponsoring districts and out of state

receive a' higher annual salary than those employed by firms
located within the sponsoring dis%ricfs.

Hdighest annual,salarles are earned by Managemenf'graduafes,

fol lowed 6#/fﬁgj?ccounfing graduafgs; and‘finélly the Secretarial
graduates. | ’

Over the five-year period covered by this study, the majorlfy'
of qll graduates ehanggd empjoyers no mbre than one time. .

Relating to small office méchines and equlémenf, the rotary

2

calculator is used very

ittle in modern-dgv;bUQIness.'
Business communications or blsiness English is probably the most

iéporfan? course taught by the, Business Administration Department

- o ¢

1o g¥§ students. . N .-




f4. Compu#e? prog(amminé and business law are probably the two least

important courses being offered to the students in this department.

- Ed

Recommendations a

LY

Recommendations for Curricula Evaluation

Based on the f}ndings o? this study, the researgher recommends the

-

-

fol lowing:
1. A course in auditing-should be included in the Accounting
) t

curriculum,

2. A second semester business law course could be eliminated or -

offered as an elective in the Acéouqijng or Management curricula.

3. The Accounting and Management curricula should require only an
introductery e?urSe in computer prégramming. 1f the students
désire to take more work in this area, they could do so through

e]ecfive;. Ng formal course in~data prgFessjng should be .

4

required in the Secretarial curriculum. Probably an 8-week mini

course could be offered for those students interested in learning

keypunching. T ‘

4. Business communications and business mathematics should be )

required in all sequences.
5. ~t§e~5ffering of instruction on The rotary calculator in the .
LY

business machines course opuld be eliminated. This Aime could

»

be better utilized for instruction on the more modern electronic
_/\/ - -
caicutators and paper tape machines.

6. The findings of this study should be made available to any

business department faculty member or administrator who is

contemplating course.revisions or innovations to their preéenf

v / -
7 curricula. - ’ .
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7. These findings should also be made available to any craft

K advisory committees who are working clos;4y with the business

educators.
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Dear

| am conducting a study ‘for my doctoral dissertation in the Departmen
. of Vocational Education at the Pennsylvania State University under the
T direction of Professor Angelo C. Gitlie, Sr. I+ is my hope that the

outcome of this study will improve the Business Administration Department ~
Curriculum at the Community College so that we may better meet the needs

of our students and their prospectfve employers. To do this we need

your help.

Automation and the computers are changing the business setup so rapidiy .
that we cannot predict today what our students will encounter even two
years from now. Only good basic training will keep them employable in

this repidly changing world.

You are meeting thése changes every day. Think back. Which courses have
heiped you the most in your job? Which ones could have been eliminated?

Is there other training you now realize could have been advantageous?

-]

Enclosed is a brief questionnaire designed to help us evaluate our present
Accounting Curriculum. Through your realistic and frank answers, this task
can be accomplished. -You have taken the courses and are now employed in
. the trade. You, better than anyone, know if your training nas been
worthwhile. Only group statistics will be used in this study; therefore,
. your responses will remain anonymous, as provided by the coded identifier.
|
\
|

Will you please‘fake ten minutes of your time to complete the questionnaire
and return it in the enclosed envelope as soon as possible. An analysis of
the findings will be mailed to you at a later date. .

Sincerely yours,

-

Donald B. Bergerstock, Chairman
Business Administration Depariment

r—

~

Enclosures

<

NOTE TO PARENTS

If your son or dahghfer is not living at the above address, will you please
see that he or she receives this material.” ThanK you.

8t




Name of Employer'

_ Number of fimes you changed employers since graduation.

Address of Employer

Present Title

Present annual salary (
F

1. 'Please check the cotumn that would indicate the extent to which you

before deductions) $

use the foﬂwa}ng Associate Degree fogics on your present job:

" Accounting Principles

Cost Accoﬁnfing
-~ .
Income Tax Acocounting
Business Communications
k9
Business Mathematics
Typewriting
Business Machines )

Computer Programming

Principles of Business

Bus'iness Law

Very
‘Much

Some

Littie

None

Much
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2. Rank the following courses in the order which you feel they helped to

¥prepare you for your’presenfrjos.47Th§_66uF§éﬁbonsYagFedVﬁBsf impoF¥55T'__
. : , Y
should be ranked 1, while the least important course of this group shquld

be ranked 6:
Rank Order Courses
Eléﬁén+af§?Accounfing
Typewriting
Computer Programming
Cost Accounting

L]

Business Management

Advanced Accounting
3. Please check the most appropriate responses for each of the following. .
The instructors | had while enrolled in the Business Administration

Department at WACC: -

- Strongly Strongly

. Agree Agree Neutral Disagree Disagree

a. showed concern for me s
on a personal basis

»

b. were willing to spend e |

extra time with me
| c. increased my interest

in @ business career \ .

~d. gave me an understanding
of accounting concepts

4. Please check the most appropriate response for each of the following. ~

| feel the Accounting Curriculum at WACC should have a course in:

' ) Strongly ’ Strongly
Agree Agree Neutral Disagree - Disagree
a. Business Statistics
. b. Managerial Accounting -
A \ . \

c. Auditing A . s ‘

d. Other '
(Please list) : ’ :

I3
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Dear

| conducting a study for my doctoral dissertation in the Depariment

f atignal Education at the\Pennsylvania State University under the
direct of .Professor Angelo C. Gillie, Sr. It is my hope that the
outcome of this study will improve the Business Administration Depariment

k/in the trade. You, bgter than anyone, know if your fraining has been

Curriculum at the Community College so that we may better meet the needs
of our students and their prospective employers. To do this we need

your help. - -

Autémation and the computers are changing the business setup so rapidly
that we cannot predict today what our students will encounter even fwo
years from now. Only good basic training wIII keep them employabfle in
this rapidly changing world.

You are meeting these changes every day. Think back. Which courses have

helped you the most in your, job? Which ones could have been eliminated?

I's there other training you now realize could have been advantageous? . |
\
i

Enclosed is a brief questionnaire designed to help us evaluate our present
Management Curriculum. Through yqur realistic and frank answers, this
task can -be accomplished. You have take® the courses and are now emp loyed

worthwhile. Only group statistics wil used in this study; therefore,
your responses will remain anonymous, as pnovided by the coded identifier.

Will you please take ften minutes of your time fo‘complefe the questionnaire
and return it in the enclosed envelope as soon as possible. An analysis of
t+he findings will be mailed to you at a later date.

Sincerely yours,

S

Donald B. Bergerstock, Chairma;

,.' Business Administration Department
Enclégurés <1\\} _ (
NOTE TO PARENTS - ‘ ‘ ' .
I f. yohr son or daughter is not living at the above address, will you please

see that he or she receives this material. Thank you.
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Name of Employer 3

Address of Employer

Present Title 1

Present annual salary (before deductions) §

Number of times you changed employers since graduation. -

L

-

1. Please check the column fhat would indicate the extent to which you use

the following Associate Degree topics on your present job:

- .

Very
‘ Much Much Some Little None

Accounting Principles

Marketing \

" Income Tax Acocounting . :

Business Communications

.Bus}hess Mathematics

Tyﬁewrifing . _

Business Machines

. Compuyter Programming, .

Principles of Business ’ . .

"Business Law .

*
Business Organization . \\\\h
and Management . .

Finance

f

4y




2. Rank the féllowing courses in the order Which you feel they helped to prepare

you for79éﬁr preééﬁf job. The course considered the most imporfanf‘shéuld be

ranked 1, while the least important coqrée of this group should, be ranked 6:

-, B )

[T L T,

Rank Order Qgggggg,
Y Elementary Accounting ’ N

, . l Typewriting

Computer Programming

. - Principles_of Business .

-Business Organizéfion -
and Management : -

Marke?iné

3. Please check the mosfhappropriife response for each of the following.

%

The insfruc;ors | had while enrolled in the Business .Administration

A

Department ACC:

[ - »

" - Strongly | ’ Strongly
Agree Agree Ve Neutral Disagree Disagree

3

a. showed concern for me
on a personal basis -

: b. were willing to spend
. : extra time with me.

. c. increased my interest
in @ business career

d. gave me an understanding
¢. of marnagement concepts
"‘ i .

4. Please check the most appropriéfe response for eadh’of the following.

s I feélfhe Bu;iness Management Curriculum at WACC should have a course in:
' | . Strongly - | | Sfréngly
\ Agree Agree Neutral Disagree Disagree
a. Purchasjng Maﬁagémenf i ‘ ' |
" b. .Managerial Accounting 3 ,f:> ) ‘ ‘ -
3 c: Retailing . . . o
: d.— Other , '

(Please list)
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Dear : 4

| am conducting a study for my doctoral dissertation in the Depariment

of Vocational Education at the Pennsylvania State University under the
direction of Professor Angelo C. Gillie, Sr. % is my hope that the

outcome of this study will Improve the Business Administration Department
Curriculum at the Community Col lege so that we may better meet. the needs __. . _.
of our students and their prospective employers. To do this we need

your help.

Automation and the computers are changing the business setup so rapidly
that we cannot predict today what our students will encounter even two
years from now. Only geod basic training will keep them employable in
this rapidly changing world. " ‘ .
You are meeting these changes every day. Think back. Which courses have
helped you the most in your job? Which ones could have been eliminated?

Is there other training you now realize could have been advantageous?

Enclosed is a brief questionnaire designed to help us evaluate our present
Secretarial Curriculum. Through your realistic and frank answers, this

-7 task can be accomplished. You have taken the courses and are now employed
in the trade. You, better than anyone, know if your training has been
worthwhile.. Only group statistics will be used in this study; therefore,
your responses will remain anonymous, as provided by the coded identifier.
Will you please take, ten minutes to complete the questionnaire and
return It in the enclosed envelope as soon as possible. An analysis of’
the findings will be mailed to you at a later date.

Sincerely yours,

Donald B. Bergerstock, .Chairman
v Business Administration Depariment

Enclosures

NOTE TO PARENTS

| f your son or daughter is not living at the above address, will you please
see that he or she receives this material. Thank you.
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\ " Coded ldentifier

— —— —— — —— et et -
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v

Name of Employer

v Address of Employer

U present Title // /’Jﬁ - '
Présenf annual salaﬁy (Eeioré/;educfions)—.i ’
Number of Times:you changgd empioye£§/sfnf§ graduation.
1. Please check the column that would indicate the extent to thchﬁyou use
the following Associate Degree topics on your present job: ] *
g Much Much Some Little None
Accounting Pr{nciplés ‘
DicfafioB and ' ‘ ' kR
Transcription ] ) . *
Keypunch Operation | -
, Business Communications . : <
Business Mathematics ' i
Typewriting ' R : »
‘ Business M?éhines | ‘A ‘
. ) —~
Computer Programming ° ( ’

Office Practice
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. 3 2. Rank the 'f:d'llowlng courses In the order which you feel they helped to prepare
A W . —m . N

; . you for your present Job. "[he course considered the most ImpoHanf s(hould be
ranked 1, while fﬁ; least important course of this group should be ranked’ 6; 1
- " N ' T . Elementary Accounting ‘d-?'?_x. . i
: ' . \Typewrifing N e S
. \ S Office Practice
R Shorthand . /
™\ Busines.s Communications
‘ ‘ # Business Machines:
3. Please check the most appropriate féspon;e for each \o'f the fol{ﬁﬂing.
-::I:he instructors | had while' enrolled in ;he Bus;ness Administratibn & 1
‘Department at WACC: ) j
r ' Strongly v - Strongly }
_. - Agree Agree . Neutral .Disagreg Disagree ‘
_NM , a. ShO\:Ied concern for me - - ' . - ‘ . o i
o on a personal basis ,
Vs /\-b were"gi.\llfng to spend ’
o extra tims with me
i . c. increé*;fed my interest -
—_ . in a busf,lness career — L —
J.\gave me"aé_m under‘S‘i’and‘.{ng L T . -
. of secrefarl‘al’ concepts ; ~— . i
o 4. P,‘[ease'check the.most appropriate respfonse for eath of the following. ’
I feel the Secrefar-ta; Cu;riculum at WACC should have a course in: g
. ‘ . " Strongly - Strongly
) ~ Aaree ‘Agree  Neuftral Disagree Disagree
,. a. Machine Shorthand~ 3
. ’ J&;.;Q_Qomp‘ufgf ’Fjr.‘ograrrmlng- ’
PR Keypugqﬁfﬁé - '\ : \ .

- - . "

d. Other «° ) . . . T
I .
_(Please list) *

. .
.
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Dear

. .
| am conducting a study for my doctoral dissertation in the Department
-of Vocational Education at the Pennsylvania State University under the
direction of Professor Angelo C. Gillig, Sr. It is my hope that the
‘butcome of this study will improve the Business Administration Department
Curriculum at the Community Collegesso that we may better meet the needs
of those who employ our graduates. To do this we need your help.

Automation and the computers are changing the business setup so rapidly
that we cannot predict today what our students will encounter even two
years from now. Only good basic training will keep them employable in
this rapidly changing world.

Enclosed is a brief questionnaire designed to help us evaluate our present
Accounting Curriculum. Through your realistic and frank answers we can
accomplish thié task. You, better than anyone; know if our graduates

are being frained in the manner which you, the employer, deem necessary.

Your replies, and the replies of other employers, will give us a basis for

evaluating and revising our curriculum. Where are inadequacies, we

wish to correct them; desirable features and strong points, we wish 1o

retain and improve. |In this way, we hope to assist you in obtaining the

type of personnel you need and to help our students obtain the most

_useful training. Only group statistics will be used in this study; |
“therefore, your respOnse will remain anonymous, as provided by the coded

idenfifler ) —

Hill you please take ten minutes of your time to complete the quesflonnaire
'and return it in the enclosed envelope as soon as possible. An analysis of
the findings will be mailed to you at a later date. ‘\

4, Sincerely yours,

- - .

Donald B. Bergersfock Chairman
' ) o “. °  Business Adminisfrafion Depargment

Enclosures o




Coded Idenflffer

— — — d——

«

Rank the imporfénce of the following afTriBB%es whicheyou feel ;n Accounting )
graduates should possess. Mpsf iﬁporfanf = 5, Least important = 1.
Circles the rank order from 5 to 1 for each of‘fhe fol lowing:

5 4 3 2 1 understand accounting concepts

5 4 3 2 1 understand manager;al concepts

5 4 3 «2 1 be familiar with computer programming

5 4 3 : 2 1 be able to write accounting reports

5 4 3 2 1 understand aﬁdifing principles and practices
Please check the mosfwgpprOpriaTe response for each of the following.

The WACC Accounting graduates employed by our firm:

‘ -

Strongly i . Strongly
Agree Agree Neutral Disagree Disagree
a. have‘adeqﬁafe skills to . ‘
adapt to our particular
type of business .
- ! N \ .
b. have adequaie skilis in " .
accounting to perform
satisfactorily- ,\ ]
¢, are able to analyze and )
" interpret financiai 9 .
statements
d. generally display ability
to get along with fellow
employees’ :
e. are quallfied to assume )
managerial positions .

-f. are able to make decisions
which are helpful +o our
business -
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Check the extent to which the Accounting graduates need o know how to use

L3

~The following types of office eduipmenf:

Very (
Much Much Sqme Little None

Typewrjter

FulI-Keyboard—addingélisfing machine

Ten-Key adding-|isting machine

Rotary Calculator

Electronic Calculator

Printing Calculator

Dictating Equipment

Bookkeeping Machine - v

. Cheék the extent to which the Accounting graduates need to know hbw to use

o~

the following +yg%s of data processing equipment:

s ~ . ~v
Very . .
Mueh 'Much Some Little None

Keypunch . )

Verifier L ' -

Computer

Tgrm!nal

Unit Record Equipment
(Col lator, Sorter, etc.)
5
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Dear

| am conducting a study for my doctoral dissertation in the Depariment

of Vocational Education at the Pennsylvania State University under the

direction of Professor Angelo C. Gillie, Sr. |t Is my hope that the

outcome of this study will improve the Business Administration Department
Curriculum at the Community College so that we may better meet the needs
of those who employ our graduates. To do this we need your help.
Automation and the computers are changing the business setup so rapidly
that we cannot predict ftoday what our students will encounter even two
years from now. Only good basic training will keep them employable in
this rapidly changing world.

v

Enclosed is a brief questionnaire designed to help us evaluate our present
Management Curriculum. Through your realistic and frank answers we can
accomplish this task. You, better than anyone, know if our graduates

are being trained in the manner which you, the employer, deem necessary.

Your replies, and the replies of other employers, will give us a basis for
evaluating and revising our curriculum. Where there are inadequacies, we
wish to correct them; desirable features and strong points, we wish to

retain and improve. In this way, we hope to assist you in obtaining the

type of personnel you need and to help our students obtain the most

useful training. Only group statistics will be used in this study; therefore,
your response wnll remain anonymous, as provided by the coded ldenfifler

Will you please take ten minutes of your time fo complete the quesfeonnalre
and return It in the enclosed envelope as soon as possible. An analysis of
the findings will be mailed to you at a later date.

NN ’ Sincerely yours,

Donald B. Bergerstock, Chairman .
Business Administration Department

Ehclosures . o >




Coded ldentifier

I. Rank the importance of the following attributes which you {eel a Management .
graduate should possess. Most important = 5, Least .important = 1.

Circle the rank order from 5 to 1 for each of the fojlowing:

. 5 4 3 2 1 understand accounting concepts
5 4 3 2 1 understand managerial coécepfé .
5 4 3 2 1 be familiar with computer probramming )
5 4 3 2 1 understand organizational structures

5 4 +3 2 1 "B able to motivate others

s

2. Please check the most appropriate response for each of the following.

The WACC Management graduates employeqafy our firm:

-

Strongly- " Strongly
~ ' Agree Agree Neutral Disagree Disagree
a. have adequate skills to
adapt to our particular ) o
type” of business . x
) b. have adequate skills in i '
accounting to perform -
satisfactorily
c. have am adequate
understanding of
* management theory ‘
and application
d. generally display ability . N .
to get along with fellow
emp loyees ’
. e. are qﬁalified to assume
managerial positions
ST .

N f. are able to make decisions

which :are helpful. to"our , A
business




N

"Rotary Calculator

Terminal -

44

Check the extent to which the Management graduates need to know howi&:use

the followfng types of office equipment: \
Very
Much  Much Some Little None

Typewriter

.
a

Ful 1-Keyboard adding-listing machine

Ten-Key adding-listing machine

Electronic Calculator

Printing Calculator

Dictating Equipment

Bookkeep ing Machine

Check the extent to which the Management gradua%es need to kfow how fo use

the foli%wing types of data processihg equipment:

o Very N

“ : Much Much ®  Some Little None

Keypunch

Verifier

Computer

Unit Record Equipment
(Col lator, Sorter, etc.)
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Letter and Qudstionnaire Sent to ‘
Employers of Secretarial Graduates
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4+ wiltl remain anonymous, as provided by the code

//—f_““\\\\w\

*

1

Dear : - ‘

| am conducting @ study for my doctoral dissertation in the Department
of Vocational Education at the Pennsylvania State University under the
direction of Professor Angelo C. Gillie, Sr. |t is my hope that +the

, outcome of this study will improve the Business Administration Depariment

Curriculum at the Community College so thaf _we may better meet the needs

~of those who employ our graduates: To do\this we need your help.
Automation and the computers are changing fhe business setup so rapidly
that we cannot predict today what our stMents will encounter even two
years from now. Only good basic fraining will keep them employablé in
this rapidly-changing world. ’

Enclosed is a brief questionnaire designed to help us evaluate our present
Secretarial Curriculum. Through your realistic and frank answers we can
accomplish this task. You, better than anyone, know if our graduates

are being trained in the manner which you, the employer, deem necessary.

Your repilies, and the replies of other employers, will give us a basis for
evaluating and revising our curriculum. Where there are inadequacies, we

wish fto correct them; desirable features and strong points, we wish to retaln
and improve. In this way, we hope to agsist you in obtaining the type

of persdnnel you need and to help our s™Ngents obtaip the most useful training.
Only ngUE\sTafisfics will be used in this dy; therefore, your response
Identifler. '

I3

"Will you please take ten minutes of your time to complete the questionnaire
and return it in thé=®nclosed envelope as soon as possible. An analysis of
the findings will be mailed to you at a later date. P

Sincerely yours,

"
14

[ ]

K/ S
‘Donald B. Bergerstock, Chalrman
Business Administration Depariment

Enclosures . i
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1. Rank the importance of the following attributes which YOU feel a Secretarial

|
graduate should possess. Most important = 5, Least important = 1. . {

Circle the rank order from 5 to 1 for each of the following:

‘ 5 . 4 3 2 1 “undefsfand secretarial concepts i
5’ 4 3 2 1 understand office procedurés
¢ " 57 4 3 2 1 ve familiar with office machines ,
5. 4 3 2 1 be able to compose letters and reports
' 5 4 3 2 1 be asle to file and locate correspondence

2. Please check the most appropriate respons§ for each of the following.

The WACC Secretarial graduates employed by our firm:

i

| l

‘ i
l

Strongly . Strongly
Agree Agree Neutral Disagree Disagree
a. have adequate skills to
adapt to our particular
business “Z i NN

b. have adequate skills in
secretarial training to .
.perform satisfactorily .

c. are capable of handling
-~ telephone and personal
) callers competently

d. generally display abili%y
to get, along with fellow ‘ z

?Tgl?yee " - -

e. ‘are qualified to assume . '
respons ibijl ity /

f. are able to make
. suggestions which are
helpful to our office




* Transcribing Equipmeﬁf ’ .

Ll

A8

Check the extent to which the Secretaridl graduates need “to know how‘fd use
the following types of office equipment: - C . /

. Very
Much Much Some . Little None

Typewriter

Ful | -Keyboard adding-|isting machine

Ten-Key adding-1isting machine

s

-

Rotary Calculator

Electronic Qplculafor

Duplicating Equipment

i

Switchboard (PBX)

Mag-Card Selectric Typeﬁrifer
Check the extent to which the Sec}efariaf g}aduafes.need fo know how to use

the following types of data processing equipment:

-

Much Much Some Little None
Keypunch o
Verifier
Computer ' : ! ;
Terminal r
Unit Record Equipment - ’ ‘ .

(Collator, Sorter, etc.)
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